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POLICY STATEMENT 


Under the Department of Natural Resources Act 
(1994) an important requirement of the Minister of 
Natural Resources Canada (NRCan) is to “gather, 
compile, analyze, coordinate and disseminate infor- 
mation respecting scientific, technological, eco- 
nomic, industrial, managerial, marketing and related 
activities and developments affecting Canada’s 
natural resources.” This requires the collection of 
data, their ordering and analysis into information, 
the interpretation of information leading to new 
knowledge, and, most importantly, the dissemina- 
tion of the data, information, and knowledge assets. 
In general, and if not explicitly stated otherwise, this 
document refers to all knowledge assets. In some 
instances, clearly identified, it refers only to data. 


As a sector of NRCan, and consistent with the above 
act, the Canadian Forest Service (CFS) has devel- 
oped an Access to Knowledge Policy (A2K Policy) 
and Implementation Guidelines to ensure that its 
knowledge assets are well managed and accessible. 
The CFS A2K Policy will be harmonized with any 
broader departmental policy on access to knowl- 
edge that may be implemented. 


The CFS Strategic Plan for 2003-2008, Shaping 
the Future, states that one of the CFS’s strategic di- 
rections is to “become Canada’s premier source 
of authoritative, value-added forest information.”! 
The CFS A2K Policy constitutes a cornerstone for 
the effective implementation of that strategic 
direction. 


In concert with NRCan On-Line, the department's 
response to the Government On-Line initiative 
(http://www.gol-ged.gc.ca/index_e.asp), the CFS is 
committed to making its knowledge assets readily 
accessible within the CFS and to Canadians. The 
rapid development over the past decade of the 
Internet, and particularly the World Wide Web, has 
led to expectations of easier electronic direct access 
to and delivery of knowledge assets, through, for 
example, on-line databases and virtual libraries. 


' Natural Resources Canada, Ottawa, 2003, page 6. Also available on 
the World Wide Web: http://www.nrcan.gc.ca/cfs-scf/national/who- 
qui/strategic/index_e.html. 


At the same time, the demand continues for knowl- 
edge products in traditional formats, such as paper 
publications, and for access to physical knowledge 
assets, such as plant and insect collections. The A2K 
Policy is relevant to digital and traditional paper- 
based media and to physical knowledge assets. It 
respects the rich diversity of CFS activities and the 
many different ways in which the CFS operates on 
its own or in collaboration with others. 


Guiding Principles and Objectives 


In providing access to its knowledge assets, the 
CFS will 


* promote open access and minimize the cost of 
ACCESS; 


* be equitable and transparent to clients and stake- 


holders; 
* develop standards to provide a high level of service; 


* emphasize digital media while respecting ongoing 
demands for traditional media; and 


- establish and respect clear rights, privileges, and 
responsibilities for CFS employees, clients, and 
stakeholders. 


The objectives of the CFS A2K Policy conform to 
the above principles and are as follows: 


* to foster the migration of the CFS towards pro- 
viding free, open access to its knowledge assets, 
while recognizing the need for cost recovery and 
the need to impose restrictions on access in some 
cases; 


* to provide a framework for consistency in classi- 
fying CFS’s diverse knowledge assets within a cost 
and accessibility matrix; and 


* to address the accessibility aspect of managing 
knowledge created and owned by the CFS as an 
asset. 
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Directives 


1. The CFS is a publicly funded federal-government 
entity. CFS knowledge assets that have been created 
through public funding are publicly owned, and 
the CFS and NRCan are the custodians of such 
assets on behalf of the Crown. 


2. Employees of the CFS who collect data (for 
example, scientific, technical, and statistical) for 
internal research purposes are allowed privileged 
access to and use of those data for a period of up 
to two years after their collection. Exceptions to the 
two-year time frame may be provided, in writing, 
on a case-by-case basis, at the discretion of a senior 
manager (Director General or delegate). 


3. Where a knowledge asset has been created 
through a multiparty activity or through a con- 
tractual agreement, the rights and responsibilities 
regarding its ownership and use must be determined 
in advance and recorded in an agreement signed by 
all parties. When such agreements are negotiated, 
CFS’s position is to minimize divergence from the 
CFS A2K Policy. 


4. The CFS provides clear statements of rights and 
responsibilities to its employees, clients, partners, 
and stakeholders, including statements pertaining 
to any restrictions on the use or disposition of its 
knowledge assets. 


5. The CFS intends to provide unrestricted access to 
as many of its knowledge assets as possible. Where 
access to knowledge assets must be restricted, the 
CFS will endeavor to remove or ease the restriction 
as circumstances allow. 


6. The CFS endeavors to have the characteristics 
of its knowledge assets, such as media, format, 
location, and processing technology, match those 
requested by most users. 


7. The CFS will alert potential users to any limita- 
tions on accessibility to knowledge assets and if 
practical will find ways to overcome these limita- 
tions on a case-by-case basis. 


8. The CFS commits to providing its clients with 
service that is consistent with generally accepted 
best practices. 
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9. The CFS aims to make access to and delivery of 
as many as possible of its knowledge assets free of 
charge or at a minimal cost. Where a fee is charged 
for access to a knowledge asset, the CFS will be 
open in its dealings and explain why the charge is 
imposed. 


Application 


Who: This policy applies to all employees of the CFS 
and persons working under contract to the CFS. 


What: This policy applies to all knowledge assets 
that are owned or co-owned by the CFS as custo- 
dian on behalf of the Crown. 


When: This policy applies to knowledge assets 
created or held on or after 1 April 2005, although 
application to legacy assets is encouraged, as re- 
sources permit. 


Statf Responsibilities 


Employees (for example, scientists, analysts, statis- 
ticians) are required to 


* declare their current and future knowledge asset 
holdings; and 


- address data and knowledge management issues 
explicitly as part of the normal project manage- 
ment process. 


Senior managers (Director General or delegate) are 
required to : 


* ensure compliance with the policy in their areas 
of responsibility; and 


- authorize and document exceptions to the normal 
two-year privileged use aspect of the policy. 


Knowledge providers (for example, libraries, infor- 
mation managers, Web masters) are required to: 


* respond to requests for access to knowledge assets 
in a timely and courteous manner, including ad- 
dressing requests for data in different formats; 


* explain the policy to clients and stakeholders and 
convey to them their rights and responsibilities 


regarding use of knowledge assets provided by the 
CFS; and 


* establish access fees, where appropriate, and be able 
to explain to clients the rationale for charging a fee. 


Authority 


This policy is issued under the authority of the 
Department of Natural Resources Act (1994), 
section 3, and the Copyright Act (1985), sections 
3 and 12. 


Effective Date 


This policy was approved by the CFS Senior Man- 
agement Committee on 28 September 2004 and is 
effective as of 1 April 2005. 


OVERVIEW 


The Canadian Forest Service’s Access to Knowledge 
Policy (A2K Policy) establishes a common set of cri- 
teria and guidelines governing privileges extended to 
Canadian Forest Service (CFS) employees regarding 
their use of data. It articulates a clear rationale for 
different levels of access to knowledge assets, includ- 
ing situations when a fee is required. Finally, it sets 
out a common set of criteria and guidelines gov- 
erning roles, rights, and responsibilities pertaining 
to CFS knowledge assets. 


The A2K Policy provides a foundation for other 
areas of knowledge management including archiv- 
ing, preservation and life-cycle management of 
knowledge assets. It does not override existing 
legislation, such as the Access to Information Act 
and the Copyright Act; policies such as Treasury 
Board’s Communications Policy and policies related 
to intellectual property rights; nor contractual agree- 
ments involving third parties. It sets out a common 
set of principles and simple policy statements by 
which the CFS can present to its clients and stake- 
holders a uniform, consistent, and understandable 
approach to providing access to its knowledge assets, 
including when there may be some restriction to 
access or when fees might be charged. 


This document introduces the A2K Policy, out- 
lining why, how, and when it was established. It 
then discusses the policy directives, describing each, 
identifying the authorities (for example, legislation 
and policies) on which the directive is established, 
and providing guidelines for its implementation. 
The document also contains a glossary of terms used 
in the policy and instructions for declaring assets 
through the Knowledge Assets Inventory (Appendix). 


Rationale for Knowledge Management 


Knowledge is a fundamental asset of the increas- 
ingly globalized knowledge-based economy. It is 
an essential guide and support for decision making 
inside and outside government and for the develop- 
ment of new technologies, policies, regulations, 
codes, and standards. Knowledge also generates 
new knowledge. 


The Minister of Natural Resources Canada (NRCan) 
is required under the Department of Natural 
Resources Act (1994) to “gather, compile, analyze, 
coordinate and disseminate information respecting 
scientific, technological, economic, industrial, 
managerial, marketing and related activities and 
developments affecting Canada’s natural resources.” 
As a sector within NRCan, the Canadian Forest 
Service (CFS) has the responsibility for following 
this directive with respect to Canada’s forests. 
The CFS Strategic Plan for 2003-2008, Shaping 
the Future, states that one of the CFS’ strategic 
directions is to “become Canada’s premier source 
of authoritative, value-added forest information” 
(NRCan 2003, page 6). 


The CFS is currently undergoing a significant or- 
ganizational renewal and business transformation. 
As a result, core objectives will focus on increasing 
CFS visibility and relevance to its clients, partners, 
and all Canadians. Making CFS knowledge assets 
available is essential to attaining these objectives. 


In the CFS, the generation of knowledge involves 
the collection and analysis of data, the carriers 

of information, and their interpretation and 
transformation to reveal underlying meaning as 
information. Analysis of data and information 
creates knowledge; it flows from exploring and 
understanding relationships among different types 
of data and information. For example, biotechnology 
research has produced new plant genotypes with 
increased growth and resistance to insects and 
diseases. Likewise, large forest fires are now better 
managed as a result of the development of decision- 
support systems that combine fire behavior models 
with weather observations, geographic information 
systems, and satellite monitoring. 


The information and computer revolution of the 
1990s has brought new challenges and opportunities 
to how the CFS makes its knowledge products 
(such as publications), information, and data—its 
knowledge assets—available to clients and stake- 
holders. For example, the rapid development of the 
Internet, and particularly the World Wide Web, has 


led to expectations of easier direct access to and 
delivery of knowledge assets through mechanisms 
such as on-line databases and virtual libraries. It 
is also leading to an increased awareness of CFS 
knowledge assets. In the digital world, in which 
change is the norm, electronic documents can 
be created and changed at lightning speed, and 
information abounds and even overwhelms. At the 
same time, the demand continues for knowledge 
products in traditional formats, such as paper 
publications, and for access to physical knowledge 
assets, such as plant and insect collections. 


At the departmental level, NRCan is actively en- 
gaged in meeting and addressing these challenges 
through NRCan On-Line, its response to the 
Government On-Line initiative (http://www.gol- 
ged.gc.ca/index_e.asp. This reflects the Govern- 
ment of Canada’s commitment stated in the 1999 
Speech from the Throne: “By 2004, our goal is to 
be known around the world as the government 
most connected to its citizens, with Canadians able to 
access all government information and services on- 
line at the time and place of their choosing” (Privy 
Council Office 1999). In this context the CFS has 
stated a desire to be “recognized as the source of 
choice for authoritative, integrated, timely and 
useful data, information and knowledge about 
Canada’s forests and the forest sector” (NRCan 
2002b, page 7). 


To achieve this, the CFS must ensure access to its 
knowledge assets. The Canadian Forest Service 
Access to Knowledge Policy and Implementation 
Guidelines is a major step in ensuring that CFS 
knowledge assets are well managed and accessible. 


Policy Framework 


Policies are the paradigms of government: they 
provide a context of rules and methods to guide 
how departments meet their responsibilities. 


The CFS Access to Knowledge Policy (A2K Policy) 
is relevant to digital and traditional paper-based 
media and to physical collections of knowledge 
assets. The policy framework respects the rich 
diversity of CFS activities, which include long- and 
short-term scientific research, technology develop- 


ment, statistical analyses, and public services. It 
also respects the many different ways in which the 
CFS operates, on its own or in collaboration with 
others from the private and public sectors and aca- 
demia, through informal agreements or contrac- 
tual arrangements, nationally and internationally. 


Fulfilling the CFS mandate involves disseminating 
information for the public good to all Canadians at 
no or minimal cost. However, it also entails provid- 
ing information to specific client groups for a fee 
and generating proprietary or confidential knowl- 
edge assets that are not intended for general distri- 
bution. The A2K policy covers the spectrum of CFS 
knowledge assets and dissemination mechanisms. 


In addition, the policy framework is based on prin- 
ciples and best practices required to provide access 
to CFS’s knowledge assets. 


Benefits to the CFS 


The A2K Policy encourages and facilitates a consis- 
tent way of providing access to knowledge assets, 
while recognizing the diverse nature of CFS ac- 
tivities. It presents a new way of looking at own- 
ership, individual and collective roles, privileges 
and responsibilities, and how individual activities 
fit into the greater picture of the CFS as a knowl- 
edge provider. 


The policy provides substantial benefits to the CFS: 


* It enhances CFS visibility, leadership, and influ- 
ence as a key component of Canada’s natural 
resource knowledge infrastructure, by promoting 
and enabling better access to its knowledge assets. 


- It is pivotal to the success of the emerging CFS 
business strategy and to participation in NRCan 
On-Line and Government of Canada On-Line 
initiatives. 

* It promotes a work environment in which knowl- 
edge is shared, internally and externally. 


* It decreases duplication of effort, fosters synergy, 
increases integration of content, and enhances 
innovation. 


- It encourages and helps the CFS to capture its 
valuable corporate knowledge assets. 
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- It eliminates the need for externally imposed pre- 
scriptive policies, by establishing a common set of 
principles and consistent framework for access to 
knowledge, while respecting the different ways in 
which the CFS operates. 


- It helps ensure that CFS knowledge assets are, as 
much as possible, available to those who need them, 
when they need them, and how they need them. 


Guiding Principles and Objectives 


In providing access to its knowledge assets, the 
CFS will 


* promote open access and minimize the cost of 
access; 


- be equitable and transparent to clients and stake- 
holders; 


* develop standards to provide a high level of service; 


* emphasize digital media while respecting ongoing 
demands for traditional media; and 


- establish and respect clear rights, privileges, and 
responsibilities for CFS employees, clients, and 
stakeholders. 


The objectives of the CFS A2K Policy conform to 
the above values and are as follows: 


* to foster the migration of the CFS towards pro- 
viding free, open access to its knowledge assets, 
while recognizing the need for cost recovery 
and the need to impose restrictions on access in 
some Cases; 


* to provide a framework for consistency in classi- 
fying CFS’s diverse knowledge assets within a cost 
and accessibility matrix; and 


* to address the accessibility aspect of managing knowl- 
edge created and owned by the CFS as an asset. 
Inclusions and Exclusions 


The following categories broadly define which 
knowledge assets are included and which are not 
included in the CFS A2K Policy: 


* This policy applies to knowledge assets (data, in- 
formation, or knowledge) that are created, collected, 


or produced by the CFS using resources (people, 
funds, equipment, or facilities) furnished exclusively 
by the Government of Canada. 


If a majority of resources used to create a knowl- 
edge asset are provided by the Government 

of Canada, this policy normally applies unless 
adequate reasons are documented for applying 
directive 3. The higher the percentage of federal 
government resources, the more substantive the 
reason needed to apply directive 3. 


- If a minority of resources used to create a knowl- 
edge asset are provided by the Government of 
Canada, knowledge assets should be treated under 
directive 3. 


If a knowledge asset is created on behalf of another 
entity (for example, the Canadian Council of 
Forest Ministers), then that asset is considered to 
be the property of the organization for whom the 
work is done and this policy does not apply. 


If a knowledge asset is acquired from another 
party, limitations of the acquisition agreement 
would apply. When possible, negotiation of access 
provisions that are compatible with this policy are 
encouraged. 


This policy does not apply to knowledge assets 
that are protected through legislation, such as the 
Privacy Act or federal government policies. 


This policy does not apply to knowledge assets that 
are classified at a any level, including confidential, 
protected, secret, or top secret. 


This policy does not apply to published material, 
such as scientific articles, books (including book 
chapters), illustrations, and photographs, as they 
have already been made available through the 
publishing process. 


* The policy does not pertain to archiving, for which a 
separate but directly linked policy will be developed. 


Evolution and Review 


Given the rapid changes in technologies for access- 
ing knowledge assets and the anticipated future 
adoption of a similar departmental-level policy, 


it is recommended that the CFS A2K Policy be 
reviewed periodically, not less than every five years, 
or sooner if warranted. 


Disclaimer 


CFS knowledge assets are provided on an as-is basis 
and the CFS gives no guarantee nor makes any 


representation, either expressed or implied, arising 
by law or otherwise, with respect to their accuracy, 
completeness, or suitability for any particular 

purpose. Further, the CFS expressly disclaims any 
responsibility for any use or interpretation by users 
external to CFS of the knowledge assets it provides. 


DIRECTIVES AND GUIDELINES 


The CFS A2K implementation guidelines have been 
developed as an aid for interpreting the policy. 
Through explanation and illustrative examples, the 
guidelines are intended to assist managers and staff 
in making the appropriate decisions in support of 
the objectives of the policy. The guidelines focus 
upon common sense and good judgment in the 
interpretation and application of the policy. They 
are not meant to be prescriptive but to provide 
reference points for the reasonably consistent 
and fair interpretation of the policy. As such, im- 
plementation of the guidelines will necessarily rely 
upon a spirit of goodwill and public service by 
management and staff alike in their application. 
Together with the policy, they support a more open, 
accountable, and responsive organization. Through 
widened availability of its knowledge assets and in- 
formation holdings, the CFS will become increas- 
ingly relevant to the needs of its clients, partners, 
and Canadians in general. 


For discussion purposes, the policy directives are 
grouped under the following subject headings: 
ownership, including the implications of privileged 
access and co-ownership (directives 1, 2, and 3); 
roles, rights, and responsibilities (directive 4); levels 
of access (directive 5); accessibility (directives 

6 and 7); service to clients (directive 8); and cost 
(directive 9). 


Ownership and Use of Knowledge Assets 


Directive | 


The CFS is a publicly funded federal-government entity. CFS knowl- 
edge assets that have been created through public funding are 
publicly owned, and the CFS and NRCan are the custodians of 
such assets on behalf of the Crown. 


The intent of this directive is to increase awareness 
of and clarify the fact that data, information, and 
knowledge assets created or collected by employees 
of the Government of Canada are owned by the 
Crown and not the employee. However, these 
knowledge assets are subject to the provisions of 


a 


the Copyright Act, and they are not, therefore, in 
the public domain. 


Limitations on the release and use of data, informa- 
tion, and knowledge collected by or for the CFS fall 
under three general categories: 


No limitation beyond the period necessary for ensuring quality 
control: Data collected for the specific purpose 
of sharing and disseminating timely information. 
Generally, aggregations of such data are publicly 
released without delay, except as warranted to 
ensure that they are of suitable quality. 


Limited for a finite period: Primarily data collected by in- 
dividuals and teams engaged in scientific research, 
to whom privileged access is usually granted in 
order to give them priority for interpretation and 
publication. 


Indefinite limitation: Data collected under the terms of 
a multipartner agreement or provided to the CFS 
with a stipulation of confidentiality. The latter may 
include data from another level of government or a 
company; data reported by individual respondents 
during a statistical data collection exercise or the 
edited version of those data; and certain aggrega- 
tions of data that may never be released to protect 
the confidentiality of the survey respondents’ 
information. 


Guidelines for Directive 1 


1.1 The CFS and its employees will, under most 
circumstances, make CFS knowledge assets read- 
ily available to users in the most expeditious and 
transparent manner possible. 


1.2 The CFS recognizes that knowledge assets cre- 
ated or collected by the CFS fall under three broad 
categories with respect to limitations on their 
release time: 


a) No limitation beyond the period necessary for 
ensuring quality control. This category applies 
to knowledge assets that are not covered by the 
two-year privileged-access provision of the policy 


and are released to users, often the general public, 
upon completion. Examples include data relating to 
natural hazards such as forest fires, surveys specif- 
ically aimed at data collection for national databases 
like the National Forest Database, and statistical data 
such as the Compendium of Forest Statistics. 


b) Limited for a finite period. This category, nor- 
mally consisting of a two-year period, applies to 
scientific research for which privileged access applies 
to allow scientists a reasonable period of time for 
interpretation and publication purposes. (See di- 
rective 2 regarding the two-year privileged access 
rule and exceptions to this rule.) 


c) Indefinite limitation. This category covers cases 
in which knowledge assets created in whole or in 
part by the CFS may not be released upon a request. 
Examples include assets that have been created or 
collected under the terms of multipartner agree- 
ments stipulating confidentiality as a condition 
for the data or information having been provided. 
Similarly, it could include a number of other con- 
siderations ranging from ministerial confidentiality 
to briefing notes or draft proposals meant for 
internal use only (see directive 2). In addition, this 
category applies to knowledge assets that are pro- 
tected under legislation such as the Privacy Act and 
Copyright Act and by Treasury Board policy. 


1.3 The intent of the Knowledge Assets Inventory is 
to compile and share information about the nature 
and extent of knowledge assets created by CFS 
employees. The inventory will only be available 
internally within the CFS. 


Directive 2 


Employees of the CFS who collect data (for example, scientific, 
technical, statistical, and economic) for internal research purposes 
are allowed privileged access to and use of those data for a 
period of up to two years after their collection. Exceptions to the 
two-year time frame may be provided, in writing, on a case- 
by-case basis, at the discretion of a senior manager (Director 
General or delegate). 


Employees of the CFS who collect data for internal 
research purposes are usually given privileged access 
to and use of those data for a period of two years 
after their collection.’ At the end of the period of 


privileged access, the data must be made publicly 
available upon request. This two-year period is ap- 
propriate for 


* applied studies that have a clearly definable experi- 
mental or data-gathering period of a few months 
and that lend themselves to prompt interpretation 
of data, and 


* typical scientific research involving more than 
one year of experimentation or data gathering, 
where a reasonable period of time is required to 
obtain and validate sufficient data for confident 
interpretation. 


When there is a compelling reason, the two-year 
period of privileged access may be rescinded or 
reduced, at the discretion of the employee’s Direc- 
tor General (or a delegate). For example, data 
may be required elsewhere in the department or 
in another part of the federal government for 
the purpose of developing a policy or regulatory 
framework, or for responding to an emerging 
issue such as a non-tariff trade barrier. There may 
also be an advantage in sharing data with others 
where a new opportunity for developing synergies 
presents itself. Should the period of privileged 
access be reduced, the CFS will strive to respect the 
expectations of its employees regarding priority of 
interpretation and publication. 


Extensions may be made on a case-by-case basis 
to the general two-year period of privileged access. 
Some research is inherently long term in nature, 
requiring the collection of data over several years 
until a complete data set is obtained. In some 
cases, only the complete data set should be used for 
analysis and interpretation, since analysis of only a 
partial set may produce potentially damaging er- 
roneous interpretation. Data may also be collected 
over more than two years to develop and test new 
technologies, with the ultimate aim of obtaining a 
patent. Any details of the technology, including the 
data, must be kept confidential until it is time to 
do a patent disclosure. The reasons for granting an 
extension, and a commitment on eventual release 


? The timing for the period of privileged access begins at the end of 
the calendar year in which the data were collected, not at the end of 
a multiyear project. 
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of the data, must be documented and approved at 
the Director General (or delegate) level. Such ex- 
tensions may be rescinded by the said manager or 
his/her superiors at any time, should operational 
requirements change. 


Guidelines for Directive 2 


2.1 “Publicly available” does not necessarily imply 
posting data, information, or knowledge on a Web 
site, announcing their availability, or otherwise 
actively disseminating them. It means an asset will 
be made available in response to a specific request 
for it. 


2.2 Publicly available” means that a knowledge asset 
will not be categorically restricted from an Access 
to Information request under the “scientific research” 
exclusion. A valid reason, as defined in this policy, 
will be needed for such exclusion. 


2.3 Roles and responsibilities of CFS staff in this 
regard are outlined in the guidelines to directive 4. 


2.4 The CFS will meet the spirit and intent of the 
A2K Policy with respect to making available as 
many of its knowledge assets as possible with a 
minimum of constraints and keeping the imple- 
mentation of the policy as simple as possible. 


2.5 The establishment of two-year time frames for 
making data available will be considered part of 
normal CFS project planning and management 
practices. 


The starting point of the privileged-access period 
will normally be understood to mean 


a) two years from the end of the year in which the 
data are initially collected during the life-cycle of 
a project continuing beyond two years, at which 
time the data collected to date will be made avail- 
able upon request; and 


b) two years after the completion of the project, at 
which time all data will be made available upon request. 


2.6 Exceptions to the two-year period will be made 
on a case-by-case basis and only for specific and com- 
pelling reasons. Exceptions fall into two categories: 


a) A reduction of the two-year time period. 
Examples of circumstances resulting in such a 
reduction are 


- data are required to support urgent departmental 
policy or regulatory matters and 


* opportunities exist to use the data to develop 
synergies with third parties. 


b) An extension of the two-year time period. 
Examples of circumstances resulting in such an 
extension are 


* the research is inherently long term; 


* the data sets, because they are incomplete, have 
little value or could be subject to misinterpretation; 


* the release of the data could jeopardize patent 


and license requirements; and 


* contractual agreements with third parties require 
extending the period. 


2.7 Other exceptions to the two-year time period 
may be made, on a case-by-case basis, because 
of extraordinary, unpredictable circumstances. 
Examples of such circumstance are 


* a work schedule involving field activity that can- 
not be undertaken due to inclement weather; 


* unforeseen changes to funding availability alter- 
ing work plan timelines and deliverables; and 


* changes in operational circumstances, whether 
within the CFS or involving a third party, having 
to do with such variables as staff, resources, or 
organizational priorities. 


2.8 When any variance to the two-year time period 
is granted, it will be kept to the minimum appro- 
priate duration, and wherever possible, be acknowl- 
edged at the outset of the project as an integral part 
of the approved work plan. 


2.9 Under all circumstances, whether planned or 
unanticipated, any variance to the two-year time 
period will require the approval of the Director 
General of the respective responsibility center or a 
designated Director. 


2.10 In circumstances where a request for a knowl- 
edge asset that should be publicly available is 
declined, managers must provide a written explana- 
tion of the rejection to the relevant Director General 
and Director. 


Directive 3 


Where a knowledge asset has been created through a multiparty 
activity or through a contractual agreement, the rights and 
responsibilities regarding its ownership and use must be deter- 
mined in advance and recorded in an agreement signed by all 
parties. When such agreements are negotiated, CFS‘s position is to 
minimize divergence from the CFS A2K Policy. 


When a knowledge asset is to be generated through 
a multiparty activity or through a contractual agree- 
ment, the rights and responsibilities regarding 
ownership and use must be determined in advance 
and recorded in an agreement signed by all parties. 
When such agreements are negotiated, the position 
of the CFS will be to minimize divergence from its 
policy on ownership and use. 


Guidelines for Directive 3 


3.1 Multiparty activities include partnerships involv- 
ing letters of agreement, memoranda of understand- 
ing, contracts, and licenses; activities result in the 
creation, collection, acquisition, or production of 
knowledge assets by the CFS and the other party or 
parties involved. 


3.2 All multiparty arrangements involving limitations 
to access must be formally incorporated in the pro- 
ject plan as approved by management. 


3.3 To minimize divergence from the policy, CFS 
employees can negotiate a shorter rather than a 
longer term with a third party regarding restric- 
tions on the release of data; incorporate an auto- 
matic review of restrictions at an agreed-to date; 
use leverage to reduce or limit restrictions as a 
condition for CFS participation and provision of 
resources; or implement similar measures. 


Legislative and Policy Authorities 


Consolidated Statutes of Canada (http:// 
laws.justice.gc.ca/en/title/A.html) 


* Copyright Act ( R.S. 1985, c. C-42 ) 
* Access to Information Act ( R.S. 1985, c. A-1 ) 
* Privacy Act ( R.S. 1985, c. P-21 ) 


* Public Servants Inventions Act ( R.S. 1985, c. P-32) 


Treasury Board of Canada Secretariat Policies 
(http://www.tbs-sct.gc.ca/common/policies-poli- 
tiques_e.asp) 


- Access to Information, policy and guidelines 
(1993) 


* Policy on Title to Intellectual Property Arising 
under Crown Procurement Contracts (2000) 


Note: R.S. = Revised statute; c. = chapter. 


Roles, Rights, and Responsibilities 
Directive 4 


The CFS provides clear statements of rights and responsibilities to 

its employees, clients, partners, and stakeholders, including state- 
ments pertaining to any restrictions on the use or disposition of its 
knowledge assets. 


The roles of the creator, custodian, provider, user, 
manager, and owner of a knowledge asset are dis- 
tinct; each role has particular responsibilities and 
rights, the latter meaning benefits and privileges, 
not legal rights. An individual may fill more than 
one role, sometimes sequentially, sometimes con- 
currently. The creator of data, for example, will 
often be the user and may for a time be the custo- 
dian. Table 1 lists the responsibilities and rights for 
each of these knowledge-access roles. 


Those involved in knowledge access functions 
must be aware of their rights and responsibilities. 
For example, external users of CFS data must 
clearly indicate the source and also acknowledge 
that any interpretation they place on data without 
CFS review is clearly their own and may not reflect 
the same interpretation as that of the CFS. To this 
end, the CFS must provide external users with clear 
statements of rights and responsibilities, including 
those pertaining to any restrictions on the use or 
disposition of its knowledge assets. 
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With regard to its own employees, the CFS is com- 
mitted to the principle that all who perform one 
or more of the knowledge access roles are accorded 
full recognition and credit for their involvement. 
This is particularly important to those employees 
who are conducting long-term studies but who are 
required by this policy to release data for general 
use: the CFS will recognize the value of their efforts 
in data collection, validation, and management. 


The role of creator, custodian, provider, user, man- 
ager, and owner may be undertaken individually 
or with partners, through agreements such as con- 
tracts, licenses, and memoranda of understanding. 
Joint undertakings do not change the overall re- 
sponsibilities and rights associated with each role. 
However, because each organization involved may 
have its own knowledge access policies, the CFS 
must negotiate an agreement for each undertaking 
specifying how these responsibilities and rights are 
allocated and/or limited among the participants. 
CFS managers are responsible for minimizing di- 
vergence from the A2K policy. 


Guidelines for Directive 4 


4.1 The roles and responsibilities of CFS staff in 

implementing the A2K Policy are grouped into six 

categories: creator, custodian, provider, user, manag- 
er, and owner. Each role has distinct responsibilities, 
rights, and privileges that are detailed in Table 1. 


4,2 Individuals may be involved with more than 
one of the roles and related responsibilities, some- 
times sequentially, sometimes concurrently. For 
example, the creator of a knowledge asset will 
often be the user and for a time also the custodian 
and provider. 


4.3 CFS employees should be aware of their roles, 
rights, and responsibilities with respect to the CFS 
A2K Policy. Managers and senior managers will 
be responsible for ensuring that employees are 
encouraged and supported in this regard and that 
they are recognized and credited accordingly. See 
the guidelines for directive 5. 


4.4 Recipients (external users) of CFS knowledge 
assets will be informed by the CFS contact person 
of any restrictions on the use or disposition of 


the assets. External users will be informed that 
they are required to clearly indicate the source of 
the knowledge asset; in the absence of formal CFS 
endorsement, to acknowledge any interpretation of 
the asset as their own and not that of the CFS; and 
to respect any restriction placed by the owner of the 
asset, whether the CFS or a third party, on its use. 


4.5 The CFS A2K Policy encourages that each CFS 
employee be supported, recognized, and credited 
for their contributions in fulfilling their knowledge 
access roles and responsibilities. 


a) Support for an employee fulfilling their role 
could include public and/or private statements or 
letters clearly acknowledging an employee’s activi- 
ties and intentions. 


b) Recognition for an employee could be as infor- 
mal as immediate feedback by the manager for “a 
job well done” through to formal recognition as 
part of broader CFS personnel policies recognizing 
meritorious conduct and excellence. 


c) Credit, which overlaps with recognition, should 
link with the annual performance review process 
as a measure of the employee’s overall performance 
and contribution to the mission of the CFS. Credit 
for supporting the objectives of the A2K Policy 
should also be taken into account as an integral 
consideration in CFS promotion and competitive 
processes. 


4.6 Employees are encouraged to keep records of 
their contributions in support of the A2K Policy. 
This could include informal notes to file and more 
structured “for the record” acknowledgments with 
their supervisors. 


4.7 Managers will nurture a working environment 
that is consistent with the objectives of support- 
ing, recognizing, and crediting those employees 
who support the objective of the CFS A2K Policy. 
This includes instilling the values of a “learning or- 
ganization” where efforts that support increased 
CFS visibility and relevance are encouraged and 
rewarded. 


4.8 At the discretion of management, an employee 
may be directed to share a knowledge asset. 


Table 1. Functions, responsibilities, and rights for six knowledge access roles. 


CREATOR 
(author, scientist, 
analyst) 


CUSTODIAN 

(record holder, 
database manager, 
librarian, records 
manager, curator) 


PROVIDER 
(Web master, 
publisher, 
librarian) 


MANAGER 

(project leader, 
section head, 
subdivision head, 
director) 


OWNER 

(CFS for the 
Crown, company, 
publisher) 


Analyzes data; 
synthesizes information; 
collects data; creates 
knowledge; adds value; 
adapts knowledge to 
specific uses. 


Stores and preserves 
knowledge, 
information, and data. 


Facilitates search and 
retrieval; converts 
characteristics (media, 
format); disseminates 
knowledge, information, 
and data. 


Applies or puts 
knowledge, information, 
or data into service 

to solve problems, 
answer questions, make 
decisions. 


Provides guidance 
for access functions; 
implements access 
policies. 


Holds or possesses 
assets as property; has 
power and authority 
over use; establishes 
access policies. 


Provides originality, 
quality, accuracy, 
relevance, completeness, 
and timeliness to asset; 
creates metadata; submits 
to CFS databases; advises 
users. 


Maintains integrity and 
metadata; manages life 
cycle; migrates asset to 
evolving technology; 
adheres to reproduction 
restrictions. 


Provides access to 
knowledge, information, 
and data; enables sharing; 
follows distribution 
policies; informs users of 
restrictions. 


Adheres to use, 
reproduction, and 
redistribution restrictions; 
cites source; if not CFS, 
states that interpretation 
may not represent CFS s 
interpretation. 


Implements processes; 
allocates resources; ensures 
adherence to policies, 
intellectual property 

rights and responsibilities; 
identifies accountability 


Manages copyrighted 
material and other 
intellectual property; 
protects copyright; 
secures and protects 
patents. 


Limited exclusive use; 
right to be recognized 
as author or creator; 
to use asset for career 
advancement; to 
receive royalties 


Right to charge fees 
for reproduction, 
storage, or access; to 
use without alteration. 


Right to distribute 
and to charge fees 
for distribution and 
conversions. 


Right to access assets 
in accord with policies, 
incorporate content 
into application, add 
value, and charge fees 
for added value 


Authority to make 
decisions and delegate 
responsibility. 


Right to control 

use, alter or dispose 

of assets, delegate 
authority; to be 
acknowledged as 
owner; to recover costs; 
and to receive, royalties 
or licence fees. 


The creator of a 
knowledge asset is 
often not the owner. 
The creator is also the 
custodian and provider 
during exclusive use 
period. 


Custodian may also be 
a provider and user. 


Right to distribute 
may rest with creator, 
custodian, owner, 

or a third party 
(publisher). 


If users add value to 
content, they become 
creators of the added 
value content. 


Managers are at least 
one level above the 
creator, author, or 
provider. 


Knowledge assets are 
normally owned by 
those who finance 
their creation or 
purchase ownership 
rights. 


4.9 In fostering participation in support of the 
objectives of the A2K Policy, managers should use 
incentives including 


* requiring that the A2K Policy be reflected into 
project plans as an integral condition for approval 
and funding; and 


* recognizing and rewarding performance in sup- 
port of the A2K Policy as part of annual perfor- 
mance reviews as well as the promotion process. 


4.10 The Director General of the respective responsi- 
bility center will assume overall leadership and res- 
ponsibility for ensuring that managers and employees 
are provided with due recognition and credit for their 
performance in support of the A2K Policy. 


Legislative and Policy Authorities 


Consolidated Statutes of Canada (http:// 
laws.justice.gc.ca/en/title/A. html) 


* Access to Information Act ( R.S. 1985, c. A-1) 
Treasury Board of Canada Secretariat Policies 


(http://www.tbs-sct.gc.ca/common/policies-poli- 
tiques_e.asp) 


- Access to Information, policy and guidelines 
(1993) 


* Management of Government Information (2003) 


- Information Management Standard (Part 1. 
Government On-line Metadata Standard; Part 2. 
Controlled Vocabulary Standard) (2001) 


- Information Management Guidelines (1994) 


* Operational Security Standard: Management of 
Information Technology Security 


- Management of Information Technology (1995) 


Note: R.S. = Revised statute; c. = chapter. 


Levels of Access 
Directive 5 


The CFS intends to provide unrestricted access to as many of its 
knowledge assets as possible. Where access to knowledge assets 
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must be restricted, the CFS will endeavor to remove or ease the 
restriction as circumstances allow. 


The CFS endeavors to provide unrestricted access 
to as many of its knowledge assets as possible. How- 
ever, occasionally there must be some restrictions. 
The CFS categorizes access as follows: 


Unrestricted: Assets available to anyone wishing to ac- 
cess and use them, as permitted by copyright law. 


Restricted to specific groups: Assets available only to 
specific groups of clients and stakeholders. For 
example, access may be limited to working groups. 


Restricted to collaborative partners, clients, and stakeholders due 
to contractual obligations: Assets accessible only to parties 
to agreements (bilateral and multilateral) or others 
who are authorized, under an agreement. 


Restricted to internal CFS/NRCan use: Assets accessible 
within the CFS and NRCan only, for example, via 
an Intranet. Within this group, assets can be divided 
into those accessible to all CFS and NRCan em- 
ployees and those restricted to specific employees. 


Restricted by legal and security constraints: Assets that are 
only accessible to authorized users due to legal 
or security restrictions. In this case, the policy is 
to remove or ease the restriction should circum- 
stances allow. However, the CFS only commits to 
examining the possibility. 


Note that in any of these categories, there may be 
some limitations to accessibility and use even for 
those for whom access is not restricted. This is 
discussed in the next section. 


Guidelines for Directive 5 


5.1 Although employees are expected to provide 
unrestricted access to as many CFS knowledge as- 
sets as possible, the CFS recognizes that in some 
circumstances a number of legal and other con- 
straints may apply. To aid in making the appropriate 
determination regarding access, knowledge assets 
are categorized into five major groups. 


a) Unrestricted: Assets available to anyone wishing to 
access and use them, as permitted by copyright law. 


b) Restricted to specific groups through informal 
arrangements: Assets available only to people such as 
clients and stakeholders. For example, 


- Assets intended for distribution only through 
subscription requiring users to register; 


* Works in progress, such as a report or analysis, and 
available only to members of a working group 
before distribution. 


* Technical works limited to qualified users because 
of safety and risk issues that might result from 
inappropriate use. 


c) Restricted to specific groups because of contrac- 
tual obligations: Assets accessible only by parties to 
formal agreements (bilateral and multilateral) or 
others who have been given authorization under 
an agreement. For example, 


* Proprietary material from an industrial partner 
participating in a joint activity. 


* Assets with commercial potential requiring patent 
protection and developed jointly with private 
sector partners. 


* Data or internal information from the provinces 
and subject to restriction by them. 


- Material from registrants at a conference who elect 
not to disseminate these works. 


- Assets restricted to certain categories of users such 
as policy analysts, managers, and security experts 
because of privacy policy, confidentiality agree- 
ments, and the like. 


d) Restricted to internal CFS and/or NRCan use: 
For example, 


* Policy documents under development. 


- Briefing notes and other confidential/secret ma- 
terials for senior management and the Minister. 


* Internal working documents, such as draft plans, 
budgets, and proposals. 


* Issue analyses before the adoption of a CFS position. 


- Negotiating positions that, by their nature, are 
confidential. 


e) Restricted by legal and security constraints: Assets 
that cannot be made accessible to other than autho- 
rized users because of legal or security reasons. 
These assets may overlap with other categories of 
assets. For example, 


* Security materials. 

* Personnel records. 

* Documents classified as confidential or secret. 
- Budget and financial records. 

- Internal assessments of contract proposals. 


5.2 Where a request is made for a knowledge asset 
that falls into any of the five restricted-access cat- 
egories, the CFS contact person will need to make 
the appropriate determination; explain to the client 
why the particular knowledge asset cannot be ac- 
cessed; and in the event of disagreement, refer the 
matter to the Director General of the concerned 
responsibility center for final determination. 


5.3 The CFS contact person will also endeavor 
to meet the request by removing or easing the 
restriction whenever possible. For example, an 
asset only available on the CFS Intranet might be 
provided to the client through a different medium, 
such as a simple printed download (assuming no 
other restriction applies). 


5.4 When it is not appropriate to remove the 
restriction, the CFS contact person will provide 
an appropriate explanation to the client with a 
view to ensuring that the reasons for the restriction 
are understood as reasonable. 


5.5 In the event of a disagreement, the matter will 
be referred to the relevant Director General for 
final consideration. 


Legislative and Policy Authorities 

Consolidated Statutes of Canada (http:// 
laws.justice.gc.ca/en/title/A. html) 

- Access to Information Act (R.S. 1985, c. A-1) 
* Privacy Act (R.S. 1985, c. P-21) 


Treasury Board of Canada Secretariat Policies 
(http://www.tbs-sct.gc.ca/common/policies-poli- 
tiques_e.asp) 


* Access to Information, policy and guidelines 
(1993) 


* Communications Policy of the Government of 
Canada (2002) 


Note: R.S. = Revised statute; c. = chapter. 


Accessibility’ 
Directive 6 


The CFS endeavors to have the characteristics of its knowledge 
assets, such as media, format, location, and processing technol- 
ogy, match those requested by most users. 


The CFS endeavors to match as closely as possible 
the accessibility and usability characteristics of its 
knowledge assets to those requested and needed by 
most users. The principal characteristics that may 
enable or impede access are as follows: 


Media: the physical medium used to record, store, and 
transfer knowledge, information, and data. 


Format: the arrangement of knowledge, information, 
and data. 


Location: the place where knowledge, information, and 
data are physically stored. 


Processing technology: the type of processing used to 
store, access, reproduce, and transfer media. 


The characteristics may affect users and uses differ- 
ently. Digital documents can be read or downloaded 
by anyone, anywhere, if they are connected to the 
Internet, but in some cases, such as for large data- 
bases, only a high-speed connection is practical. 
Paper documents must be either accessed directly 
on site, transferred physically, or digitized to be 
analyzed with computers. Collections must be 
personally visited. 


* NRCan (2002a) is the source of information for this section. 


Guidelines for Directive 6 


6.1 CFS employees will endeavor to provide assets 
with the characteristics that best meet the client’s 
needs. Knowledge asset characteristics include media 
(for example, paper, diskette, CD-Rom, electronic 
files, and tape); format (the style, size and shape, 
language, layout, and digital file type); location 
(where knowledge, information, and data are 
physically stored); and technology (the type of 
processing used to store, access, reproduce, and 
transfer media). 


6.2 Where more than nominal costs may be incurred, 
the CFS will make an appropriate determination 
and communicate this to the client in an open 
manner at the outset (see guidelines to directive 9). 
For example, costs might be incurred in digitizing 
data or in manually collecting and processing 
nondigital data. Data could be difficult to access 
where high-speed connectivity is needed (as in the 
case of large data sets) or where unstructured data 
cannot be manipulated to meet a user’s request. 


Directive 7 


The CFS will alert potential users to any limitations on accessibility 
to knowledge assets and if practical will find ways to overcome 
these limitations on a case-by-case basis. 


Where there are limitations to accessibility, the CFS 
will alert potential users to those limitations and, 
if possible and practical, will attempt to find ways 
to overcome them, on a case-by-case basis. If a re- 
quest for a knowledge asset specifies characteristics 
that differ from those available, the CFS will examine 
alternatives, such as reformatting digital data files 
or providing a photocopy of a paper document. 
The user may be asked to pay some or all of the 
cost of meeting the request. In such a case, the user 
will always be given the option of receiving the assets 
with their existing characteristics. 


Note that the CFS makes no general commitment 
to transform legacy knowledge assets to current 
media or formats. 
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Guidelines to Directive 7 


7.1 If a request for a knowledge asset specifies char- 
acteristics that differ from those that are immediately 
available, the CFS will examine the feasibility of 
fulfilling the request through other means, such 
as reformatting of digital data files or providing a 
photocopy of a paper document. 


7.2 Where a digital conversion of data is not practical 
for reasons of technology or format, the CFS may be 
able to furnish the data in their present form. 


7.3 CFS employees should make clear to clients 
that the CFS makes no commitment to transform 
legacy assets to current media or formats. 


Service to Clients 4 
Directive 8 


The CFS commits to providing its clients with service that is 
consistent with generally accepted best practices. 


This directive reflects the federal government’s 
commitment to enhance its service to Canadians. 
The CFS should consider the following criteria for 
evaluating service quality: 


Effectiveness: Measures productivity, including when 
and where the service is available and how efficiently 
it is delivered. 


+ User experience: Considers client satisfaction with 
respect to interactions with the CFS, including 
courtesy shown by the CFS and ease of accessing 
knowledge assets. 


- Usefulness: Evaluates the value of a knowledge asset 
to the user, including its timeliness, relevance, ac- 
curacy, and completeness. 


- Reliability: Measures the extent to which users can 
depend on the knowledge, information, and data; 
factors evaluated include authenticity, integrity, 
and consistency. 


4 NRCan (2002a) is the source of information for this section. 


* Transaction: Assesses the efficiency and effectiveness of 
the processes for accessing knowledge assets, includ- 
ing methods for requesting assets, ways assets are 
transferred to users, financial transactions involved (if 
applicable), and support provided to users. 


Guidelines to Directive 8 


8.1 This directive is central to the federal govern- 
ment’s commitment to greater transparency and 
relevance to Canadians. 


8.2 CFS efforts will support the stated intent of 

the federal government to enhance its service to 
citizens by providing the right information in the 
right format, in time to make the right decision. 


8.3 In striving to meet this aim, the CFS should 
consider the following criteria for evaluating ser- 
vice quality: 


- Effectiveness: Measures productivity, including 
when and where the service is available and 
how efficiently it is delivered (for example, time 
required, number of steps needed, and simplicity). 


User experience: Considers client satisfaction with 
respect to interactions with the CFS, including 
courtesy shown by the CFS and ease of accessing 
knowledge assets (for example, finding required 
knowledge asset on a Web site). 


Usefulness: Evaluates the value of a knowledge asset 
to the user, including its timeliness (in time for 
an intended use), relevance (meeting user needs), 
accuracy (for example, free from computational 
and compilation errors), and completeness (has 
all necessary elements). 


Reliability: Measures the extent to which users can 
depend on the knowledge, information, and data. 
Factors evaluated include authenticity (accessed 
from a recognized, authoritative source), integrity 
(unbiased and factual), and consistency (stability 
of sampling method, analysis, or reporting). 


Transaction: Assesses the efficiency and effective- 
ness of the processes for accessing knowledge 
assets, including methods for requesting assets (in 
person, by mail, telephone, fax, e-mail, Internet), 
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ways assets are transferred to users (media, ship- 
ping), financial transactions involved (if appli- 
cable), and support provided to users (media, 
response time, level of support). 


8.4 The preceding criteria will be considered as part 
of the recognition and credit due employees who 
perform their knowledge management functions as 
set out in the A2K Policy (see guidelines to direc- 
tive 5). 


8.5 These criteria will also be taken into account as 
part of the Evaluation Framework established for 
the Access to Knowledge Policy. 


Cost of Accessing Knowledge Assets 


Directive 9 


The CFS aims to make access to and delivery of as many as 
possible of its knowledge assets free of charge or at a minimal 
cost. Where a fee is charged for access to a knowledge asset, 
the CFS will be open in its dealings and explain why the charge 
is imposed. 


The CFS aims to make access to and delivery of 
as many of its knowledge assets as possible free of 
charge or at only a minimal cost. Where access or 
delivery requires an intervention on the part of the 
provider to process an existing knowledge asset, a 
fee may be charged. For example, this may occur 
if a digital data set needs to be converted from 
one format to another or printed material has to 
be prepared in response to a specific request. In 
such cases, some or all of the costs of processing 
and distributing the requested knowledge asset 
may be charged. Where a fee is required, the CFS 
will explain why and what the charge covers. Cost- 
recovery practices are governed by policies and 
procedures as determined by the Treasury Board 
of Canada. 


The categories of cost involved in accessing CFS 
knowledge assets are as follows: 


- No cost: The user pays nothing to access a knowl- 
edge asset. 


- Partial cost: The user pays only part of the total 
cost of access. There may be one cost or several 
costs associated with accessing a knowledge asset. 
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- Full cost: The user pays the total cost associated with 
processing and providing the knowledge asset 
or product, including a share of overhead costs. 
Note, however, that these costs refer only to ac- 
cess costs, not costs for producing the knowledge 
asset. 


A particular knowledge asset may be available 

in different formats and at different costs. For ex- 
ample, a database may be free for download from 
the Internet and also available at some cost for a 
printed version. In such cases, the CFS will provide 
the potential buyer with information on how to 
obtain the free version. 


Guidelines for Directive 9 


9.1 Under normal circumstances, the CFS will pro- 
vide as many of its knowledge assets free of charge 
or at the least cost possible. “Normal circumstances” 
may be generally interpreted as satisfying those 
requests that fall within the realm of “routine” and 
“day-to-day” activity by CFS staff and its operations 
and would include those knowledge assets that are 
readily available without incurring significant con- 
version or processing costs. 


9.2 In cases where the CFS must incur significant 
costs to respond to a particular request, it is con- 
sidered fair that such costs will be borne by the 
user through a predetermined transaction fee 
consistent with generally accepted best practices. 
Examples of warranted charges are as follows: 


- Re-formatting of data sets captured in outdated 
formats, such as data captured in older media for- 
mats, including punch cards, magnetic tape, and 
early disks, and which may not be readable by 
current hardware. Similarly, data and information 
processed by software that is now obsolete may 
no longer be retrievable. In either case, availability 
would require conversion to contemporary appli- 
cations. In such instances, CFS staff will make a 
determination of whether or not the conversion 
is possible and if it is, what the cost would be. 


* Preparing printed materials in response to specific 
requests. Normally, fees for such preparation would 
be relatively modest as costs would be limited 


to staff time in assembling available data into a 
printed consolidation and/or photocopying. 


- Extraordinary effort on the part of CFS to access 
and compile data, such as in the case of data that 
are fragmented, not officially archived, or requir- 
ing significant reconfiguration in response to a 
particular request. 


9.3 Where a fee is required, the CFS will ensure that 
the client appreciates that the CFS is only charging 
what is fair and reasonable for the provision of an 
extraordinary service. It is mcumbent upon all CFS 
staff to convey this sense of fairness in their oral 
and written communications. 


9.4 To determine the profile of a particular request, 
CFS employees should be consistent in following 
the A2K Policy with respect to categories of cost. 


a) No cost: The knowledge asset is provided free 
of charge. 


b) Partial cost: The user pays only part of the total 
cost of access. Examples are costs associated with 
distribution, reproduction, conversion to a specific 
format or medium, or the production of a custom- 
ized product. There may be one cost or several 
costs associated with accessing a knowledge asset. 


c) Full cost: The user pays the total cost associated 
with processing and providing the knowledge asset 
or product, including a share of overhead costs (for 
example, administration, marketing). Note, how- 
ever, that these costs refer only to access costs, not 
costs for producing the knowledge asset. As well, 
this designation will be normally be applied where 
the asset is being provided to a user who will profit 
from the use of the asset. 


9.5 CFS staff will advise clients on potential alter- 
natives that might be more cost-effective. For 
example, in some instances publications may be 
available for free through an Internet download or 
via less expensive abstract rather than full version. 


9.6 In instances where assets are not available and/or 
the costs for accessing it are deemed to be prohibi- 
tive, CFS staff will advise the client that the request 
is not possible and/or practicable and therefore 
cannot be met. 


9.7 When the CFS contact person and the client 

disagree as to the cost for accessing a particular 
knowledge asset, the matter will be referred to the 
manager, and as appropriate, the Director General 
of the responsibility center for final consideration. 


Legislative and Policy Authorities 


Consolidated Statutes of Canada (http:// 
laws.justice.gc.ca/en/title/A. html) 


* Financial Administration Act ( R.S. 1985, c. F-11 ) 
Treasury Board of Canada Secretariat Policies 


(http://www.tbs-sct.gc.ca/common/policies-poli- 
tiques_e.asp) 


* Policy on Service Standards for External Fees 
(2004) 


Note: R.S. = Revised statute; c. = chapter. 


APPENDIX. KNOWLEDGE ASSETS INVENTORY 


The CFS needs information about the knowledge 
assets that it owns and holds in order to imple- 
ment the CFS Access to Knowledge Policy. The 
Knowledge Assets Inventory (KAI) is intended to 
provide baseline information to help manage CFS 
knowledge assets. 


The inventory consists of two parts: an Intranet 
user interface to enter and retrieve information 

about CFS knowledge assets and an interactive, 

searchable database to capture, organize, and store 
the information. The interface is accessible to all 

CFS employees. The database is only accessible to 

the system administrator. Only the administrator 

can delete an asset. 


Several types of knowledge assets are intended to 
be captured by the KAI. 


Agreements: For example, memoranda of understand- 
ing, letters of agreement, records of negotiations, 
bilateral and multilateral agreements. 


Briefing materials: For example, briefing notes, brief- 
ing materials, dockets, ministerial letters, Q&As, 
Frequently Asked Questions, Treasury Board 
submissions. 


Commercial assets: For example, patents, inventions, 
trademarks, products, proprietary software. 


Data sets: For example, statistics, research, inventories, 
surveys, socioeconomic material, models. 


Digital/electronic assets: If not included in other categories. 


Media-related assets: Those intended for broader audi- 
ences, e.g., multimedia materials, flyers, folders, 
displays, videos, communication and promotional 
materials, Internet home pages; as well, items for 
the mass media, e.g., press releases. 


Organizational assets: Related to the sector or department; 
e.g., policies, procedures, training information, 
conference plans, work plans. 


Paper documents or collections of documents: For example, 
reports of research results, externally produced 


publications, journal articles, and unpublished 
reports, individually or in collections. 


Physical assets: Insect, plant, and photograph collections. 


Presentations: For example, slide decks, speeches, papers 
presented at conferences or meetings, poster presen- 
tations. 


Stakeholder information: Type of stakeholder, e.g., pro- 
vincial or territorial government, First Nation, 
community, school; minutes of meetings; contact 
information. 


Other knowledge assets are captured by existing 
systems and should not be included in the KAI. 


Distribution lists: These are captured by the Client 
Database. 


Expertise: A separate Database of Expertise and Skills 
(DOES) is being developed. 


Information technology: These are captured by hardware 
and software inventories. 


Publications: These are captured in the CFS Publica- 
tions Database. 


Research projects: A Project Management Tracking 
System is under development. 


Using the KAI Interface 


The interface is designed to be user friendly. It 

is easy to use and requires no specialized skills. 
Entering and updating knowledge assets requires 
relatively little time. The system contains multiple 
layers of help files. 


1) Opening the Database 


The URL http://cfsintranet.nrcan.gc.ca/applications/ 
kai/index_e.php connects to the KAI Database. A 
login window (a) will prompt for a login name and 
password. It is the same as is used when connecting 
to the NRCan network. Only the named individual 
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can add or edit their assets, although anyone can 
search the database. 


This brings up the “about” page (b), which is used 
as a home page for this database. 


The seven links on the left side of the screen will 
always be present regardless of location within the 
database. 


Click on Add/Edit Records. 
2) Add/Edit Records - Edit Main View 
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Cancel] [Submit] [Continue] 


F Working Tools: Knowledge Asset Inventory 


This is the main screen for all assets listed by an 
individual. Indicate yes or no for knowledge assets 
and knowledge activities as well as any general 
comments regarding the overall asset collection. 
(Resting the cursor over the red question mark (?) 
provides context-specific help text.) To bypass add- 
ing or editing assets after completing the question 
and/or comment fields, click the Submit button 


at the bottom on the screen. This is necessary to 

record a proper entry into the database. To abort 
press Cancel. To continue to add or edit an asset, 

click Continue. 


3) Add/Edit Records - Asset List 
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This is the existing asset list. Select an asset to edit 
from the list on the screen (if any) or select Add 
New Asset to create a new asset record. 


4) Add/Edit Records - Edit Asset 
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This is the new or existing asset record. Complete 
the template, with as much information as appro- 
priate. Explanations for individual fields are pro- 
vided in the KAI help files. Resting the cursor on 
the red question mark (?) provides brief context- 
specific help text. 


Note: Fields marked with an asterisk (*) are man- 
datory and must be completed to have a proper 
record. The more information provided in the 
optional fields, the more useful the record. 
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GLOSSARY 


Note: Terms are defined solely within the context 
of this publication. Some terms have broader defi- 
nitions that are not used here. 


Access: Allowing users to search for, retrieve, and 
transfer or download content from CFS repositories 
(e.g., databases, libraries, files) to user sites. There 
are two broad categories of access, unrestricted and 
restricted. 


Accessibility: Extent to which attributes of knowledge, 
information, or data enhance or impede the ability 
or capacity of users to access content. 


Acquisition: Accessing one or more remote repositories 
and transferring content to a local site (e.g., down- 
loading data, information, or knowledge). 


Archiving: Preserving content and associated metadata 
in secure, redundant, permanent storage, ensuring 
their integrity, and maintaining compatibility with 
evolving technology. 


Characteristic: Attribute, descriptor, or quality of content 
that affects its accessibility (e.g., media, format, 
location, technology). 


Client: Identified user for which content is specifically 
targeted and adapted (e.g., forest managers, scien- 
tists, policy analysts). See also public. 


Content: All-inclusive term for all elements of the 
sequence of data, information, knowledge, and 
wisdom. 


Co-owner: Two or more parties with joint rights in 
a knowledge asset. Co-ownership may exist as an 
informal partnership or through more formal 
contracts and agreement. All co-owners must agree 
on data, information, and knowledge management 
activities and processes. 


Copyright: Literally, the right to copy. Under the 
Canadian Copyright Act, owners of copyright have 
control over the use of their creations or works 
prepared under their control and are entitled 

to benefit, economically and otherwise, from the 
exploitation of their works. 


Cost: Fee or expense borne by or charged to the user 
to access or use a knowledge asset. 


Cost recovery: Process of charging the user a cost or 
fee to offset the internal cost of disseminating a 
knowledge asset. 


Creator or inventor: Person or persons who produce an 
original work considered as intellectual property 
(e.g., author, artist, scientist, analyst). Although all 
content created by CFS employees on behalf of the 
Crown during the course of their work is owned 
by the CFS, some benefits may accrue to creators 
or inventors (e.g., authorship recognition, career 
advancement, a share of royalties). In general, 
public servants whose works may be copyrighted 
are called creators and those whose works can be 
patented are called inventors. 


Criteria: Attributes, descriptors, or qualities used as a 
basis for classification or decision-making. 


Custodian: Individual or organization who is respon- 
sible for storing, archiving, and providing access to 
content (e.g., database manager, librarian, records 
manager, curator). 


Data: Recorded, ordered symbols or signals that 
carry information (e.g., numbers, letters, electrical 
current). Data are the “facts” of knowledge. 


Database: Group of related data files incorporating 
data that are independent of applications, have 
complex relationships, and need to be secure. 


Database management: Using computer systems to 
code and enter, store and delete, organize, search, 
retrieve, and manage access to data in a database. 


Digital document: Content recorded, stored, and retrieved 
in a digital format using computer processing. 


Digital media: Any media that uses an ordered sequence 
of binary numbers to record content (e.g., tape, 
diskette, CD ROM, hard drive). 


Digital work: Creative work comprising ordered binary 
coding that is capable of collective interpretation 
or behavior when processed electronically (e.g., a 
book, painting, or song that has been digitized). 


Dissemination: Delivering or distributing digital con- 
tent to users (e.g., partners, clients, stakeholders, 
and the public). 


Document: Content that is recorded (e.g., written, 
printed) on paper or electronically and can be read 
directly. 


Explicit knowledge: Knowledge that is formally 
expressed (e.g., in words, as mathematical models) 
and can be transferred from the creator to a user. 


Format: Arrangement of recorded content (i.e., its 
printing style, size and shape, language, layout, 
processor). 


Guideline: Standard that assists users by recommend- 
ing preferred or desired choices or approaches. 


Information: Data that has been tabulated, interpreted, 
translated, or transformed to reveal its underlying 
meaning (e.g., document, photograph, table). In- 
formation is the “what” of knowledge. 


Information base: Database that contains information 
(e.g., metadata, reports, documents, statistics). 


Information holdings: Information produced and copy- 
righted by others that is held by the department 
(e.g., in libraries, as collections). 


Information management: Developing and implementing 
information standards, processes, systems, and 
technology to enable the exchange of information 
between creators, providers, and users in support of 
the management objectives of an organization. 


Integration: Combining content from different dis- 
parate sources so they can be used to support the 
holistic analysis of an issue. 


Intellectual property: Nontangible property (as opposed 
to tangible or physical property) created through 

the intellectual efforts of an individual or group in 
which ownership and use rights can be established. 


Copyright and patents are two of six areas of intel- 
lectual property generally recognized in Canada. 


Internet: Cooperative global connectivity among 
communication networks and communication 
protocols that allow the networks to exchange digi- 
tal content with each other. The Internet supports 
the World Wide Web. 


Intranet: Internal network that uses Internet technolo- 
gy to exchange information within an organization. 


Knowledge: Explicit (written) or tacit (mental) under- 
standing of how things relate to each other or how 
they work. It often comprises synthesized informa- 
tion from multiple domains. Understanding is the 
“how” of knowledge. 


Knowledge asset: Content managed as intellectual pro- 
perty with associated costs and values, for which 
ownership and use rights (i.e., copyright) can be 
bought and sold or otherwise transferred. 


Knowledge base: Database containing explicit knowl- 
edge in the form of formally coded facts and deci- 
sion rules. Expert systems use a knowledge base to 
support coded rules for diagnosing problems or 
identifying things. 


Knowledge management: Creating, managing, preserving, 
sharing or integrating, and using content to sup- 
port the mandate and goals of an organization. 


Knowledge product: Knowledge that has been trans- 
formed into tangible products tailored to the 
needs of specific clients. 


Level of access: Extent to which access is permitted or 
restricted for particular types of content. Access 
limitations could result from legal rights, manage- 
ment decisions, technical factors, or cost. 


Manager: Individual who is accountable or respon- 
sible for the activities of subordinates related to 
information or knowledge management process 
(e.g., project leader, section head, director, director 
general). 


Media: Physical medium used to record, store, and 
transfer content (e.g., as printed products, audio 
recordings, videotapes). 


jm, 


Metadata: Description of the attributes of digital 
content that is independent of the content itself 
(i.e., digital equivalent of a library card catalogue). 


Owner: Individuals or organizations who legally 
own copyright or intellectual property rights to a 
knowledge asset. All knowledge assets created by 
CFS employees are owned by the CFS, on behalf of 
the federal government. 


Partner: Person, group, or organization with whom 
there is an understanding, agreement, or contract 
with respect to joint ownership and management 
of knowledge assets. 


Policy: Rule or process that must be followed within 
an organization. 


Principle: Basic norm that describes how an organiza- 
tion conducts its business. 


Privileged use: Benefit (not a right) granted to knowl- 
edge creators, in the form of restricted access by 
others to their content until it has been published. 


Processor: System used to record and reproduce con- 

tent; for digital media, the software used and re- 

quired; for traditional media, the equipment (e.g., 
fax machine, tape recorder, radio, television). 


Provider: Individual or organization sharing, and 
distributing or disseminating content (e.g., Web 
masters, publishers, libraries). The right to distrib- 
ute may rest with creators, owners, or third parties 
(publishers). 


Public: Any person or group (i.e., citizens, organiza- 
tions) who might access knowledge assets that are 
not specifically targeted to them. See also client. 


Public domain: Legal status of a knowledge asset gov- 
erned by copyright law after copyright has expired; 
a knowledge asset can be used freely once it is in 
the public domain. 


Public good: Applied to a knowledge asset that could 
benefit all or most Canadians. Public good assets 
are generally disseminated at no cost. 


Publicly available: Applied to a knowledge asset held by 
a public authority and for which there is a general 
right of access. An applicant has a right to access 


such assets and to know the identity of the holding 
authority. 


Publicly owned: Applied to a knowledge asset collected, 
assembled, or maintained under a law or ordinance 
or in connection with the transaction of official 
business, by or for a governmental body, and for 
which the governmental body owns the informa- 
tion or has a right of access to it. 


Responsible individual or group: Those mandated and 
accountable for enabling or preventing specific 
outcomes related to data, information, or knowl- 
edge management. 


Restricted access: Institutional or organizational limita- 
tions on who may access content. For CFS knowl- 
edge assets, restrictions relate to specific groups, 
participants in agreements, internal use, and legal 
or security constraints. 


Retrieval: Accessing or downloading content and 
transferring it to another site. 


Rights: Relating to the rights accorded to individuals 
or organizations with respect to knowledge assets; 
these rights arise from specific statutory obligations 
or agreements by asset owners. Rights vary among 
different knowledge management roles and they 
can be bought, sold, or otherwise transferred. 


Role: Assigned or expected function, responsibilities, 
and rights of individuals and groups, based on 
their position in an organization. 


Search: Using a search engine or browsing a Web site 
to find content. 


Service standard: Level of service delivery (e.g., timeli- 
ness, availability, accessibility, quality, completeness). 


Site: Part of an organizational computerized reposi- 
tory that contains digital documents and is con- 
nected to a server. 


Stakeholder: Person or group with an interest in an 
organization's activities. Stakeholders often have 
advisory roles. 


Tacit knowledge: Personal knowledge, experience, and 
skills influenced by beliefs, perspectives, and values. 
Tacit knowledge exists in people’s minds (e.g., 
mental models of the world); it is often difficult to 
transform into explicit knowledge. 


Transaction: Interaction between a provider and user 
that provides access to a knowledge asset, starting 
with a search and ending with a transfer. 


Transfer: Copy, deliver, download, or reproduce a 
digital document to a remote site via a network 
(e.g., Intranet, Internet, Web). 


Unrestricted access: No institutional or organizational 
limitations on who may access content. Institutional 


limitations are independent of price or accessibility 


considerations. 


User: Individual or organization using knowledge 
assets to solve problems, address issues, and make 
decisions. 


Wisdom: Correct application of knowledge. Wisdom 
is usually based on a combination of education, 
experience and judgment. Wisdom is the “why” of 
knowledge. 


Work: Intellectual product (e.g. book, newspaper, 

magazine, sound recording, painting, photograph, 
film) for which copyright protection is applicable. 
A work may be in a traditional or digital medium. 


World Wide Web: Globally distributed hypermedia 
system that supports publication and dissemina- 
tion of multimedia digital works as well as global 
searching, accessing, retrieving, transferring, and 
displaying or playing published works. 


REFERENCES 
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